








 
COMMONWEALTH OF PENNSYLVANIA 
STD-370                                 REV. 10-96 
 
 

 

JOB DESCRIPTION 

 

 

 
1.  Name of Employe (Last, First, MI) 2.  Employe Number Position Number 
 
Caseworker/Advisor Coordinator /Truancy Caseworker/ILP Co-Facilitator    
 
3.  Department 

 
Bureau Division 

 
Headquarters Organization Code 

MCCY 
 
Y745  

 
  

 
4.  Class Title Working Title Class Code 

 County Caseworker II  L0624  
 
5.  Regular Work Schedule 

 
 Position is: 

 
Start Time: 

 
8:30am 

 
Lunch Length: 

 
1 HR. 

 
  x Full-Time x 

 
Permanent 

 
End Time: 

 
5:00pm 

 
Hours/Week: 37.5 

 
   Part-Time  

 
Temporary 

 
    
 
 Reports to: Mike Perez Class Casework Supervisor  
    
 
Days Worked (check all that apply):  
 

S 
 

M 
 

T 
 

W 
 

Th 
 

F 
 

S Explain any schedule variations:  
 

 
x 

 
x 

 
x 

 
x 

 
x 

 
  

 
6. Describe the work assigned to this position, listing the critical duties and responsibilities first.  Explain work in familiar terms 
and include machines or equipment used.  Use additional paper if needed. 

 
The Advisor Coordinator  has primary responsibility for supervision of Advisors and liaison with other 
units and referring agencies. This supervision focuses on the development and implementation of 
treatment plans for clients. The Advisor/Assistant Advisor Coordinator works with agency caseworkers, 
supervisors, foster parents, and other community professionals to develop treatment plans for the 
individual client and to assess the clients progress toward their goals.  
 
This position will also act as a Truancy Intervention Caseworker and serve as a liaison between the 
school districts, the court, and Children and Youth and provide supportive services to children identified 
at risk due to truancy. 
 
This position will also help develop, implement, and coordinate the Independent Living Program. 
 
Responsibilities: 
 Recruit, interview, and make hiring decisions for new Advisor candidates. 
 Obtain all required paperwork (Act 33 information, references, contracts, confidentiality statements, 

insurance information, etc.) for new Advisors in a timely fashion, and assume responsibility for keeping all 
such records up-to-date. 

 Complete an assessment on treatment needs and appropriate services for clients referred to the Advisor 
Program. 

 Develop treatment plans for clients in conjunction with Advisors and caseworkers. 
 Meet with Volunteer Advisors on a monthly basis to review progress of treatment plan goals and to monitor 

Advisor/Client activities. 
 Facilitate, on an as-needed basis, quarterly staffings held by the client’s Treatment Team. 
 Act as liaison in any meetings with other agencies involved with Advisor Program clients. 
 Fiscal responsibilities, including billing for services and reimbursement of Advisor/Client expenses.. 
 Assist in developing, implementing, and coordinating the Independent Living Program. 
 Prepare case recordings, summaries, and other written documentation as required by the agency, county, and 

state law, regulations, and guidelines. 
 Attend Truancy Court as needed 
 Investigate and provide casework services for truancy cases 
 When indicated, refers individuals requesting information and/or service to community resources 



 Prepares court petitions and other related court documents in accordance with the Juvenile Act 
 Travel is required 
 Other duties as assigned by Supervisor. 
 
 
 

   
 
 
 

Miscellaneous: 
Normal work week is 37.5 hours Monday-Friday 
 
 
 
  7.  Briefly describe how work is assigned to this position and how the work is reviewed. 
 
 
  
8. If this is a supervisory position, briefly describe how work is assigned to subordinate personnel and how their work is 
reviewed.  (If this is not a supervisory position, leave blank.)  

 
 
  
9. Attach an Organizational Chart identifying all reporting relationships for this position. 

 
 
 
 
 

CERTIFICATION  
I certify that to the best of my knowledge all statements contained within the job descriptions are correct: This job description 

consists of __ pages.  (count this  form as 1 page)  
  
                      Employe's 

Signature 
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Title

 
 

 

Date
  

 
Immediate Supervisor’s 

Signature 

 
 
 

Class 
Title

 
 

 

Date
  

 
Reviewing Officer’s 

Signature 

 
 Class 

Title
 

 

 

Date
  

   
 

  



 


